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Document Conventions

Overview Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role as a grantee within Grants Online.

Using this The following conventions were used in creating this manual. The manual

Guide uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; CD450 Details screen Indicates a screen.
appears.
Text in Bold Italics; Name Indicates data to be entered into a
field.

Text in All Caps; LOGIN Indicates a field name.

Notes and Notes and Warnings are used to indicate information or advisories when using
Warnings Grants Online.

Note: A note is used to inform you about additional information

" during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Overview

The National Oceanic and Atmospheric Administration (NOAA) offers a variety
of competitive and non-competitive grants and awards to various communities
including States, Universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices. The process of
awarding grants to the most qualified applicant for a competitive Award, and to
qualified designated applicants of non-competitive Awards, was also largely
paper-driven.

As part of its strategy to move scientifically and operationally into the 21%
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grants management
lifecycle activities. Grants Online significantly streamlines and unifies grants
processing throughout all of NOAA, allowing the agency to increase efficiencies
related to mission goals.

Grants Online is developed to answer several issues that occur during the
award processing including:

¢ Reduce or eliminate paper forms for application.

e Provide an interface with Grants.gov to ensure applicants can apply for
grants electronically.

e Reduce the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Grantees.

e Serve the NOAA community in its efforts to meet its mission goals more
effectively.

Grants Online allows Grantees to:
o Accept Awards electronically.
e Manage user roles for individuals within their organization.

e Submit post-Award Action Requests, Performance Progress Reports,
and Federal Financial Reports.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment, and can be accessed anywhere
at anytime provided that you have Internet access. You will be required to use
an Internet browser to log in and use Grants Online. Internet Explorer is the
preferred browser for PC users; FireFox is the preferred browser for MAC
users. No software is required for installation. Logins and passwords are
required and will be relayed to you once you are established within the system

Note: You must have an Internet connection in order to

Q access Grants Online.

Warning: Please do not use the browser “Back” button in Grants Online.
A Using the browser “Back” button will log you out of Grants
Online.
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Getting Started

Overview

Module
Objectives

Overview

When you are using any Windows-based software, navigation and ease of use

are key components. Grants Online incorporates an intuitive Graphic User
Interface (GUI) that assists end users in navigating and using the system
appropriately. In Grants Online, all actions within the system can be made

through mouse and keyboard. In this module, you will be shown the basics of
Grants Online, including the look and feel of the system, navigation, and user

customizations.

In this module you will accomplish the following objectives:
e Learn about how to obtain your Grants Online password

e Learn how to log into Grants Online

Grants Online is accessible through your web browser, specifically Internet

Explorer.

Accessing Grants Online

1.

2.

Grants Online Login page appears

* NOAA Homes

Click on the Internet Explorer Icon on your desktop to open the Internet Explorer browser.

Enter the following URL information in your address bar of your browser:
http://www.grantsonline.rdc.noaa.gov then press ENTER

Grants Online

HOALA Lranis Drbs s e
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Logging in to Grants Online

L If you haven't already, contact the Grants Online Help Desk to obtain your Username and

Password.

e Phone: 301-444-2112 or toll free at 1-877-662-2468
e Email: grantsonline.helpdesk@noaa.gov

2. Enter your assigned Username.

Enter your assigned Password.

4. Click Enter.

Grants Onfine

Grants Online

General Public

Use our Public Search festure to
see information pertaining ta
awarded NOAA grants,

Grant Applicants

To Find and Apply for a NDAA
grant, go to the Grants.qou

» NOAA Home BELH

» DOC Home Current Grant Recipient

eview information about your
» Grants.gov ~ uren t MOAA grants
+Zubmit post-award action
» Grants requests, prograss reports, and
Management finandial reports
Division «Correspand with your HOAS
Program Officar and Grant
Specialist

Publication of the Nati

Warning! If you enter an incorrect username or password, you will receive an
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out. In such cases, you are required
to contact your System Administrator, Authorized Representative, or the

e
assigned to you
v

NDAA Staff

~Generate funding no
#Review grant applical
+Select applications for awa

+award and manage grants
»Correspand with Grant
Recipiants

current applications

rd
sProcess selected spplications Password

NOAA Grants Online is the
premier Federal solution for
full life-cycle grants
management processing.

Username

Password m

Lookup

Accessibility  Privacy Policy

Grants Online Help Desk to unlock your account

If nothing happens when you click enter, it means the server is

down and will need to be restarted.

Note: If you click on the Grants Online Training link you can view and download
- training material including training manuals, quick reference guides, and online

webinars.
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Logging in to Grants Online

5. The Notice to Users screen appears.
6. Review disclaimer information and click OK.

“Log off

A Notice to Users

This is a Federal computer system and is the property ofthe United States Government. Itis for authotized use
only. Users {authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses of this systern and all files on this systern may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authotized site, NOAA, and law enforcerment personnel, as well as
authorized officials of other agencies, hoth domestic and fareign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unautharized or improper use of this system may result in administrative disciplinary action and civil and
criminal penalties. By continuing to use this system you indicate your awareness of and consent to these
terms and conditions of uge. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.
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Performance Progress Reports

Overview In this module, you will learn how to search, complete, and submit Performance
Progress Reports in Grants Online.

Module The Performance Progress Reports module will review the following objectives:
Objectives e Processing Performance Progress Reports.
o Forwarding Performance Progress Reports to the agency as an Authorized
Representative.

Performance Progress Reports — Overview
There are two versions of the Performance Progress Report: Simple and Expanded.

The Simple Performance Progress Report is an electronic means to enter some basic reporting
information and attach the Performance Progress Report that grantees are currently submitting by
paper or email. The advantage to submitting this report via Grants Online is that the report will initiate
workflow actions for submission by the Recipient Authorized Representative and acceptance by the
Federal Program Officer, with optional routing to other internal NOAA personnel for review.
Additionally, the Grants Online data repository is becoming the Official Award File for all Award
documents. By submitting the report via Grants Online, the recipient is credited the report submission
without waiting or depending on others to enter the information.

The Expanded Performance Progress Report is based on a prototype Performance Progress
Report currently under development by a Federal Review Board. It should not be used unless an
agreement is in place with the Program Officer to use this report. At this time, nearly all grantees will
use the Simple version of the Performance Progress Report.

Searching and Viewing Performance Progress Report

1. Select the Award tab and click the Search Award link to search for the AWARD NUMBER of the
report you wish to complete.

Hw Inbox | REA iication Ll .
v [ aea [ on

Weliame fn Gty Daloe srssd soith

penage | Reports | Help

* Search
* Search Repors

* Momsge Recipient
Users

Search

et eal gl Biedecd Brepass fepads Scarch Financial and
arch for Peports by Award Number and Project Start Date Proje'c.t P?‘Og?ﬂ'.ﬁ' R@ﬂ?ﬁ'
Link

NO&A Internal Users (Program Odficers and Grants Managen

Flease use the Search award Ink to search for Awards and than take award actions such as award Action #eguests, Enforcs
Furdings. The possile actions that you can take on the award will show up as links on the mght hand sids of youwr search re:
of those inks will lead you to screens for oreating the sction. Program Officers - 00 NOT use the Amardment link; it is for Gr

Grantees-

B the abowe link to ssarch for your Awards and then take Award actions such a5 Award Action fequasts. Additional
ators will have the aption to manage thair awards

bla zctions that you can take on tha award will show up 2= Imks on the aght hand side of your seanch results, and
Il lead you to screens for creating the acton.,

- Manage Becipient Users -

Recipient System Administrotors and Authorized Representatives-

Flease use the above firk 10 manage awards across any of your affilated Organizations. This will allow yow 10 modify

oF TEMOWE wEers within your Organizations. Flease nots that mary of these actions will reguire an approved Award Action
Faguest to modify key personnel.
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2. After selecting the Search Award link click Submit. This will return all Awards for which you are
designated as a Principal Investigator. If you are an Authorized Representative or
Business/Financial Representative, all Awards for your organization will be displayed.
Alternatively, you may narrow the search by entering the Award Number before clicking Submit.

R
z Account System Manage
A o A - Haly
Miabl Managemaent | A ation | Cor i
Walramme tn Grants Online amess smits “Log 04T

* Sgarch

Search for Award

F aRarchn Heparts

s pplicant Mame:

Lward Humber: MADGNMF4320020 |

Plasss usa thae above fields 1o narrow down your search.
fward Mumber Searches are not case-sensiteve, snd avward numbers can be partially filled in to get

Search Results
Maothing found to display,

3. The following screen displays the search results. To select the Award, click on the actual Award
number link in the Award Number column.

e A -\1- -

M& — l.a:mu-nl System
mmm e Management ihllhlﬂ"!n Clrhﬂ:lllam Raparts | Help

Welcome to Grants Duline omeed smith Log O

® SEarch
. search for Award
* Search Reports

b Ratiplan: :
s Applicant Mame
Award Number:  |NADBNMF4330020

Please use the above fields to narmow down your search.
Award Number Searches are not case-sensitive, and award numbers can be partially filled in to get sl matching rf

Search Results

(Cne item found. 1

Award Number (Org 1D [Applicant Project Avard Manage Aveard
WETITE Tit b Glatus

1002370 University of  test fahma Accepted
Chicago T e
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4. Once you have selected an Award, the following Grants File page is displayed. Please note the
Grants file lists all of the Award files for the Award in the Sub Documents section. Award file 0 is
the original Award and the subsequent Award files such as Award file 1 and Award file 2
represent either Amendments and/or Award Action Requests.

dirare Indoremation

EEaTY
Pasanhier:

*
Ln—— o
Al Ermsil; —
pesEES — "
Orgaardratian Rame Elactrani Reciplent:

Pt it Ming e Fleaaresial Risgart

Frequenoy — Frapmnoy:

Frupel Tk o7 3
Bulr Bocumerds

N e T
i - tghny e k- [ R ———
it e

crd s NI T gt Ty

drorard Banben  AXRDOI00H El\rl- v BN Progrems IOV R I

Fis 1 AETOAR o Cn

Sncgrd Traten FATOROCE Srrivm B Frogerae DTV

derad 2032200 Banben  IATHRNE Svriem N Progres VROV

Fis 3 AETHHI BoC Nt

Sacgrd Tazten NTWROCH Srrivm I Frogera TR0

Awad L 2 Zanben  AWTHROE Svriem IV Progrens VRIS

Fis & RECOT BLC A

Asd nclated (houn-snes

wapr. presed  DLCTLTE0E -:"llid(

s -:n e

Fampoamst

Avard AT
AL

=

awand W [T T T
dziaan ¢ Dubarkyat swaib pren  dopemrambmg

Fegiean
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5. Scroll down to the bottom of the Grants File screen to view the Associated Documents section
and view the Performance Progress Reports. It is possible that the report you wish to create was
pre-generated in anticipation of you finishing and submitting the report. If the status states “In
Progress,” then the report is ready for you to complete and submit. Click on the ID link for the

report.

n : -

Liser
Parformance 10 07/01,/2005 Dennis™ 03/01/2006 Dannis 1N Progress 02/01,/2006 Undafinad
Progress = A Seam A,
Report 11/11,/2005 Seefm
Parformance 511141172004 David  11/22/2005 Dennis Accepted 01/31/2006 Ingrid
Progress Archer A, Guch
Report / 11/11/200E =1=10 ) \

ID link \ Workflow Status
Reporting Pexiod

Note: If a Performance Progress record is not available for completion and submission, contact
the Grants Online Help Desk to have the necessary report record added to the system.

F)

6. The Performance Progress Report Screen is displayed. Select the link entitled, Go to
Performance Progress Report Details Page. If a Performance Progress record is not available
for completion and submission, contact the Grants Online Help Desk and request to have the
necessary report record added to Grants Online.

i hfF
] o=
Welcame bz Lrants Unline smeed smrth
SN performance Progress Report - NAOSNMF4330004
. ik Id: 2ozzRz7
T [::::;“ bk Craator; omeed smith Craate Date: 12/11/2005
Statis: Performance Progress Report [N Progress Status Date: 12/11,/2005
Last Edited User: omeed sivth
This docwmant currantly has na tasks assigned to youw,
Ga o Peiformance Progress
Report Deinils Page Link
| rGrant Information
CFDA = Avwrard 01/01/2006 - Prograrm
Numibar: St Perind: 01/01/2007 CFfice :
E‘;':ig::'__“ Fahima Zahir :h";'%"‘::"' e 123567876543 ::Ei"lfm i
e ey Jmalenrelest g,
organization Name: :&'::;:;;t"' of Electronic Recipient: o
E:g::;:fpo"t Semi-annually E:::s::r:::epnrt W&
Project Title: test
Version 2.5
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5. The Performance Progress Report — Simple Version screen is displayed. Select the comment

icon to add comments or view comments entered by other users. The comments are
viewable by all users including internal NOAA users.

6. The large text box that is visible as part of the simple report screen may be used to provide an

overview or introduction to your report, including an explanation of the attached files.

Alternatively, if you have a simple or short report, it may be entirely entered in this text box.

Elle

Walcoms tu Grun bx Onbiss wmesd smith

* Search
i Grant Information

FiHEishos Raclpiant CFDA {1 433 Award 01,/01/2006 - Program Fizharias 5

Mumber: rariod: o1/01/2007 office: Program O
g::g?‘ Fahima Zahir :r’ouﬁ)‘m Offices 123EATETOS43 g:’:ﬂmm Officar nangbnon.c|
Itmedeel oo peteNensedsrel o0

Organization Name: ,::":;‘_'“ 2 Electronic Recipient: 1o

Progress Repor Sarmicancwuaty  Fimancial Beport g

Frequency
Project Title: test

Fragquency:

Perfermance Progress Repoert - NAOSNMFA330004 — Simple Version

Please click on this con to add your comments or view comments by other users on thes report:_ =

=

I Cornert Icon I

Hpell Check

7. Review the detailed Performance Progress Report information, including designation of Final

Report, Reporting Period, and Due Date. If you need to change this information, please
contact the Grants Online Help Desk.

Attach files by selecting the Attach Files link.

9. Once all the information has been entered, click the Save button, followed by the Complete

Report button.

Final Report
© ves & Mo

Reporting Period

T Fry (rarrerad YY)

Due Date

Ay

Recipient Primany Investigators:
4 items found, displaying all items. 1
David Archer 312-702-1234; DBZ3
Douglas Crawfong

Johe Fradarick

Bobin Hogarth  312,/703-7271

Recipient Authoriz
£ items found, displs

Representatives:
I

[Name __[Telepho

David Archer 312- -1234; 0823

doha Fradarick Attoch Files link and
little johin I, C oM -

lane Ssdaf  123-458-7890 Expandad Versiarn
omeed smith  123-234-5676 link

Save button and
/ Camplete Reporthution
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10.  Once you have completed the report and selected the Complete Report button from the
Performance Progress Report screen, you will receive a task to Review the Performance
Progress Report. Navigate to the Inbox tab, select Tasks from the menu on the left, and
select the View link for the Performance Progress Report task.

= ey T S L
| Acoount Systam ManAge
A | Management | Administration ihrﬂfhhnl’-un- Reparts | Halp

Welipssn dn Grants Onliss omeed smith Log odf

Advisories
Inbox Tasks
Motifications

Archilve

Tagks Docurnant Typa Status
BanE Iaseane Al =]l |open =] Apply Filter -

Manage ‘Workflow
Tashs

Omne item Tound, 1

Fiew link

< BE3B1 MAOGMMF4330004 Review Progress Report Mot Started Performance Progress Report 2

11.  The Performance Progress Report task launch page is displayed. From the action drop down
menu select View Progress Report and select the Submit button.

N - e - e
A k
% T RFA | Application  Award mﬂ‘::::m M:l:"’l"‘lml & "'n""'“ Raports | Help

[ Py S— p—— Y Leg Off

b Adwisories

Performance Progress Report - NADGNMF4330004

* Notilicatiomns

- Id: 2022927

* Archiva
Creator: omeed smsth Crea

e Stak us: Performance Progress Report Reyvew Progress Report Mot Started  Stata

F Send Message Last Edited User: omeed smith

* Manage Warkflow

Tasks

Action: Visw Progress Beport = m
Gorrrrient ; |

Sufenihutton

E

Spall Chack
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12.  After reviewing and editing the Performance Progress Report, select the Complete Report

button.

Due Date

(i da vy ey )

Recipient Primary Investigators:
&6 items found, displaying all items. 1

Name —[Telephone
David archer 312-702-1234; 0823

Douglas Crawford

John Frederick

Robin Hogarth 312/702-7271
Zach Johnson K

alka kumar 1234567890

Recipient Authorized Representatives:
4 items found, displaying all items. 1

Name Telephone

David Archer 3212-702-1234; 0823
John Frederick

little john inedine.com

omeed smith  123-234-5678

Attach Files

T

Complete Report Button

13.  Upon clicking the Complete Report button, the task launch page is displayed. From the

action drop down menu, select Forward Progress Report to Authorized Representative
and click on the Submit button. A task will be sent to the Recipient Authorized Representative
to Review the Performance Progress Report. The Recipient Authorized Representative will

have the option to view the Progress Report, return the Progress Report to the creator for

revisions, or forward the Progress Report to NOAA.

m LT nPa | Application | Aweard | L oWCROERR |
EruntE Cintive

Waleame te Granis Galine sarend ol
* Advisories
* Motifications

d: TOzEeR7
* Archive i b

Performance Progress Report - NAODENMF4330004

Crealor: omeied Saath Create |
i Status: Performance Progress Report Revisw Progress Beport In Progress  Status [
= Send Message Last Edited User: omeed smath
* Mansge Workdl oo
Task: = A
—— Action: [Forward Progress Report to Authonzed Representatve =] | [EIEIEE
Comment: 4;' =1
Suleriibuiion

y

| Spull Check

Hawve Cormanant
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Forwarding the Performance Progress Report to the Agency as an Authorized

Representative
|

Once a Performance Progress Report is complete, the Authorized Representative will receive a task in
their inbox to review the report and forward it to the agency. This task is sent to all of the Authorized
Representatives within your organization. For example, if there are three Authorized Representatives
within your organization, each of them will receive the task to review the Performance Progress Report.
Once one of the Authorized Representatives selects the View link for the task, they will own the task and
the task will be removed from the inbox of the other two Authorized Representatives.

1 Select the Inbox tab followed by the Tasks link. Select the View link next to the Review Progress
Report task.

" e S e

ﬁnﬂ 5 £ I - T Systom Hanage

o Bl "FA | Application | AWard | yapagement | Administration | Cortifications | Roports | Help
Welrame ta brants (nfme smesd smrkh .Lng oif

¢ Advigorins

Inbox Tasks
F Notilications

¥ Tasks Document Type  Status
r HON0 MESERGR Al ,i I':'Fe" i Apply Filter =

* Manage Warkflow

15 items found, displaying all items.1

b curment
v

03122
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2. The following screen is the task launch page. From this screen you may select one of the
following options:

o Forward Progress Report to Agency — Select this action to forward the
Progress Report to NOAA for review and Approval.

e Return Progress Report for Revisions — Select this action to return the
Progress Report to the creator for revisions. For example, if a Principal
Investigator submitted this report, a task to review the Progress Report is sent to
the Principal Investigator.

o View Progress Report — Select this action to allow the Authorized Representative
to view the report before forwarding the report to the agency.
For the purposes of this manual we will select View Progress Report followed by the Submit
button.

Account
Managameant

Award

wWelcama to (rants Oeline amesd seith “Log o4

= Advisories

Performance Progress Report - NAOGNMF4330004

* Notifications

. [§: H 2023122
* Archive
Creator: ormeed smith Create D
i Status: Performance Progress Report Review Progress Report In Progress Status Do
¥ Sand Merrage Last Edited User: Dennis & Seem

* Manage Workflaw
Tashs 5 " q
Action: Pleass select an action Submit

Please select an acton
Forward Progress Report 1o Agency

COMmment: L
Feturn Progress Feport for Revisions

Wiew Progress Report

sSpell Check

Kave Camiment

The Performance Progress Report — Simple Version screen is displayed. Select the comment
icon to add comments or view comments entered by other users. The comments are viewable by
all users including internal NOAA users.

4. The large text box that is visible as part of the Simple Report screen may be used to provide an
overview or introduction to your report, including an explanation of the attached files.
Alternatively, if you have a simple or short report, it may be entirely entered in this text box.

NSAA fama .
iroor] nra | Avotcmion 0008 —

Waliome tn Grants Orilims wmesd smith Log O

Search
P e a e Grant Information

* Mandge Reciplant CFDA 11.433 Awvard D1/01/2008 - Progran Fizhorias S
Usmrs Number: c Pariod: O1/01/2007 Office: Program o
Program i Brogram Officer & Program Officer
officer: Fahima Zahir Phone: 123SATETOS43 Emall: nangbnon. c|
Total Federal Total Non Foderal
o o
Funding: U, 00000 Funding: #2000
Organization Name: _.'::'::"g_‘r"“ g Electronic Recipiant: o
Progress Report — Financial Report
Frequency: Sami-AnnuaAly  p o guency: LTS
Project Title: test

Perfermance Progress Report - NADSNMF4330004 — Simple Version

Flease click on this icon to add your camments or view comments by other users on this report:

I Commment Icon I

Spell Check
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5. Review the detailed Performance Progress Report information, including designation of Final
Report, Reporting Period, and Due Date. If you need to change this information, please
contact the Grants Online Help Desk.

6. View and edit the attached files by selecting the Attach Files link.

7. Once all the information has been reviewed, click the Save button, followed by the Complete
Report button.

Final Report
C ves & No

Reporting Period *
[ ] -1

TR ] (rorrerdde )

Due Date

(R

Recipient Primary Investigators:

4 itemns found, displayng all items. 1
David Archer 312-702-1234; OB23
Douglas Crawfand

Johe Fredarick

Robin Hogarth  312/702-7271

Recipient Authorized Representatives:
& items found, displsying all items. 1

JoemiErmCrizk Atach Files 1ink and
flittle john e, com

Jane Sadaf  123-488-7850 Expanded Version
Link

omeed smith  123-234-5678

Save button and
/ Camplete Repartbutton

Complate Report

8. The following screen is the task launch page. We are now going to select the Forward
Progress Report to Agency action followed by the Submit button. This action will forward
the Progress Report to NOAA for review and Approval. You may also enter a comment for
NOAA in the COMMENT field. Be sure to enter and save your comment before selecting an
action and submitting.

—= = =
= h 3 - -
B — . T

L
Account Mamage
| liiGimine | aaritriion | corhentions | Reveri=_res

wWelcama to (rants Oeline amesd seith “Log o4

* Advisories

Performance Progress Report - NAOGNMF4330004

* Notifications

. [§: H 2023122
* Archive
Creator: ormeed smith Create D
it Stotus: Performance Progress Report Review Progress Report In Progress Stotus Do
¥ Sand Merrage Last Edited User: Dennis & Seem

* Manage Workflaw
Tashks . . 7
Action: Fleass select an action Subwnit

Please select an actbn

Forward Progress Report to Agency
Return Progress Report for Revisions
Wiew Progress Report

COmmemnt:

sSpell Check

Kave Camiment
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